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■^he Vocational Education Amendments of 1 976 manda+e 
-ha,, sex bias and sex stereotyping be eliminated from all vocational 
education programs. In business and office occupations programs, the 
problems have" been centered around increasing the number of male 
students in the program, encouraging women to move into management 
positions and other upper level supervisory jobs, and using sex-fair 
language in business communications.. Responding to the Amendments, 
-he state of Delaware developed a set of five sex equity modules 
designed (1) to focus on issues which are related to specific 
clusters of career options as defined in Delaware's competency-b-sed 
goalroriented business and office occupations ^curriculum; (2) to ' 
provide information and materials for one to three days of 
activities; and (3) to focus the student's attention on those sex 
equity concerns which will affect her/his e?c.periences as a student in 
JiM_clas.sroom, on-the-job, and in makina career decisions. This 
module focuses on eliminating sex stereotyping in accounting and 
related occupations (accounts payable assistant > cashier, teller, 
billing assistant, payroll assistant, bookkeeper, etc.). 
Instructional activities in the module in6lude a pretest; an activity 
on authority, responsibility, and the changing roles of women; a case 
study; a discussion of dealing with people; a slide-tape 
presentation; qualifications for employment; and a posttest. (KC) 
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PREFACE 



THe Vocational Education Amendments of 1976 mandate that sex 
ci^Lnlr^frl^r^'^^ eliminated from all .oo.llo^'elMll 

The amendments set aside $50,000 of each state's Federal 
vocational funds for this purpose and mandate that eScS state 

Sias°and%i"^'"i^^"' '^'^ ^° °- eliminating sex " 

bias and stereotyping from vocational programs. 

in^'Srdir^^r/^^^ special problems w^ich must be addressed 

in order to achieve sex equity. In business and office occu- 
pations programs, the problems have been centered around 
i^?nJ^^''''^ number of male students in the program, encour- 

aging women to move into management positions and oth^r Spper 
level supervisory jobs, and using sex-fair lananage in busi- 
ness communications. .-^^^y^ in dusi 

The sex equity modules are designed to: , 

1. focus on issues which are related to specific 
clusters of career options as defined 
Delaware's competency-based-^oal oriented 
business and office occupations curricuium; 

2. provide information and materials for czie 
to three days of activities; and 

3. focus the student's attention on those 
equity concerns which will affect her/his 
experiences as a student in the classrocm, 
on-the-job, and career decisions. 

Instruction in business and office occupations programs should: 

1. afford both male and female students opportunities 
to pursue a number of career options; 

2. include' a sex-fair curriculum; and 

3. provide students with cooperative work experiences 
without regard to the sex of the student. 



5 



TABLE OF CONTZ::-TS 



introduct:,...n to the clitster. . . . , 

1. Description of Pr-ograms 

2. Voca-ri'onal Busineiss Model.. . . . 

3. Sub--clusters , . . 

4* Acccnnting Occupations (UE:^ 1-4. ( 

ACCOUNTING AND RELATED OCCUPATIONS - 
PERFORMAlNiCE AND OBJECTIVES 

1- Focuses 

2. Activities 

3. Performance Objectives ..... 

II.- INTRODUCTION TO ACCOUNTING MODULE . .. 

1- Overview of Instructional Acti" 

Activity (a) . 

Activity (Id) ... 

; Activity -(c) . - 

Activity (d) 

Activity (e) (-'Slide-^tape Preser. 

Activity (f) . 

Activity (g) . 



\ ■ 



The State erf Delav/are _3 ai. Opportunity 
Employer azid does nc.r di^cr "pte or deny 
services on -he basis of r^;- , ir^lor , national 
origin, sex, hand:iz^p . anz^/cr age. 



This publica^tion is ^-railable in' microfiche 
from the Bureau of Arc:r_ives and Records, Hall 
Records, P.O. Box 1401 Dover, Delaware, 19 9 01 
and printed in the Unx-ied States of America. 

Document S"' -01-80-07-13 



• 



■.ODi'CTio:: t;. 



^' r.^PTIOM OF PR0G.-J\:4S 



16 



or - 
ar.. 

axn _ ' 

an-l : 
ar..ea^ 
or:: 



leas 



voc;. 



:ss educati._. 
-3 included 
-elenien tary 
:urpose of - 
business a: 
n exper ie:. 
skills 
r^t in th^ 



-"e?resen:i3 a br 
a variety of e., 
~r rondary , and 
IS rield of stud* 

~o provide a cor. 
■35 designed to ec 
■J c e £ s a r y for cc:mr: 
ous mes s communi n. 



i::u ui versc, 
al deli" 

— =e.i; ndary . 
educate 

- .1 u o u s proa r 

^ individual... 

— success.. 



education includes competer 
-cupations , business teachir 
- omic understandings. . Speci: 
.^n and Office Career s Clusrei 
lining that helps students rei 
-cities to occupational o'ppon 
>: concentration: business mar.-agenien t . acc 
L^^na, clerical , and managemenr-assi s tant~^ 
-:as interrelate with each runrrion pro-^i5T 
--..ncement beginning with entry-level* jobs f 
. graduate. Hpwever, many positions do 
^ears of technical post-secondary prepa 



J-— cased pro 
" business 
i-T-ally , the 

•"irovides car 
::-ie their int 
*^:rlties ^ident 



:iiscipi 1 no 
i^ry sys- 
nools . Tile 
individuals 

of plannei; 

with th£^ 
- Iv for 



ims in 
JiT.inis tration , 
-. siness Admin- 
"^r information 
crests , needs , 
^-iied in five 
run ting , data 



:5 ters 



These 



oo 



:-.g oppor tun i ties 
or the secon- 

require at 
ration. • 



::al business model 



It 1 

the 
pria 
wi th. 
busi 
trai . 



^-ne: .unction or this cluster to provide students with 
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an occupational grouping. In Delaware, the vocational 
:.s model consists of five sub-clusters which are iilus- 
: below: 
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ACCOUX'TING OCCUPATIONS. (USOE 
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(1) Accounts Payable Assistant (D.0.:\ 210.382-026) 

Keeps the accounts payable section of a set of 
financial record:; verifies and enters details of 
transactions as ohey occur; summarizes details in 
separate ledgers, us.ioig adding -nd calculating 
machine . ■ 



(2) Cashier (D.CT. 2 11 . lo; 2-0 1 0 ) 

Performs any combination of the following duties: 
receives funds from customers and employees, dis- 
. brrses funds, and records monetary transactions 
in a business establishment or place of public 
accomrtiodation . 

(3) Bank Teller (D.O.T. 211.362-018) 

Receives checks and cash for deposit, verifies 
.amounts, and examines checks for endorsements; 
enters deposits in depositor's passbooks and issues 
receipts; cashes checks and pays out money upon veri- 
fication of signatures and customer balances; may 
operate various office machines. 
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(5) 



(6) 



(8) 
(9) 



Billing Assistant" " ( D .0 . T . 214. 482-010) 

Operates billing machine with or without computinq 
devices to prepare bills, statements, and invoices 
to be sent to cu.st_orn_ers ; calculates totals, net 
amounts, and discounts by addition, subtraction 
and multiplication; records computations. 

Timekeeper (D.O.T. 215.367-022) 

Compiles employee's' time and production records; 
reviews time sheets, v/ork charts and time cards 
for completeness; computes total time worked by 
employees, posts to master time sheet, and routes 
to payroll department. ~^ 

Payroll Assistant (D.O.T. 215.482-010) 

Operates posting machines to compute, and record 
earnings from time sheets and work tickets sub- 
^tracting deductions; enters net wages on earnings 
record card; check study and payroll sheet; may • 
prepare periodic reports of earnings and income 
tax deductions; may /keep records of sick leave pay 
and non-taxable wages. ■ 

Balance Assistant (D.O.T, 216.382-018) 

Calculates, verifies, and compares records of one 
record book with prior balances of same - or . other 
record books; may reconcile company's book ledgers 
with bank statements. 

Statistical Assistant (D.O.T. 216.382-062) 

Compiles statistics from source materials, such as 
production and sales records, time sheets, survey ^ 
sheets, and questionnaires using calculating and^ 
adding machines. \ ' 

Accounting Assistant (Bookkeeper) (D.O.T. 216 . 482-rOlO) 

Performs routine calculating, posting and verifying 
duties to obtain f inancial data for use in mainr 
taining accounting records; totals accounts us: nq 
adding machines; and may type account statements, 
periodic reports, and other records. 
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(b) 



(3.0) Calculating Machine Operator (D .0 .T. 216,482-022) 

, Computes and records statistical, accounting and 
other numerical data using a machine that auto- 
matically performs mathematical processes; may 
veriify computations made by other workers. 

Employment Outlook 



Over one' mi llion men and wome 
and bookkeepers^ . There is a 
imately 20 0,00 0 new people in 
occupations annually as repla 
cransfer to other occupationa 
for other reasons. However, 
workers employed in this area 
as business tren'ds, the insta 
business processing equipment 
regarding filing of financial 
the number of persons seeking 
field. 



n are employed as accountants 
continuing demand for approx- 

the accounting/bookkeeping 
cements for those who retire, 
1 fields, or leave their jobs 
the availability of jobs for 

is influenced by such factors 
nation and use of automatic 
, government regulations 

records and tax forms, and 

employment in the accounting 



Employment opportunities are best for persons knowledgeable 
in performing all accounting functions. Training in the- 
operation of bookkeeping machines and electronic data pro- 
cessing equipment increases opportunities for gaining 
employment. Many ejcnployers- prefer graduates who have 
worked part-time in business or accounting firms while 
in school. Opportunities for agcountants"* ivithout a 
college degree are primarily in small businesses and public- 
accounting firms. 



II . ACCOUNTING AND RELATED OCCUPATIONS - 
PERFORMANCE AND OBJECTIVES 

FOCUSES 

(a) The. personal interests and abilities needed in accounting 
occupations . 

(b) Job interview experiences of men and women. 

(c) Men and women in employee/employer /interactions . 
ACTIVITIES 

(a) Pre-test. ^" /' ' 

. ! 

(b) Authority, responsibility and the changing roles of- women. 

(c) Case study ^'*No't Getting the Job". ! 

. -(d) Dealing with people - male/female ir te^raction/ - _ 
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(e) Slide^^ape. Presentation. 

(f) Qualifications for employment. 

(g) Post-test. ^ 

3. PERFORMANCE OBJECTIVES (Competencies) 

(a) . Given an opportunity to discuss those qualifications 

required for a job in accounting, the student will 
. prepare four statements which indicate that either a 
man or a woman could do the job. 

(b) Given an exercise on job interviews, the student will 
list at. least two questions .that should never be asked 
inya job interview. 

(c) Given a chance, to discuss some problems that arise as 
men and women interact in the work force, the student 
^ill state two of theae problems as specified by the 
teacher . . - 



III- INTRODUCTION TO ACCOUNTING MODULE 

..Accountants work with business records and prepare financial 
reports. The three major fields of employment for an accountant 
are public, private, and government . 

In the past men have led the £i d in accounting. Cejrtified 
Public Accountants and head accountants have always had the 
masculine image. Recordkeeping positions seem-to have attracted 
women. In this position there is usually a routine method of 
keeping records. Tasks such as preparing income tax returns, 
auditing internal accounting procedures, and consulting on budget 
controls systems are^ responsibilities' that have been assumed by 
men m many public assignments. 

Auditors or management accountants who handle financial records 
for private business firms for which they; work on a salary basis 
also seem, to be. dominated by men. Persons developing accounting 
systems f or.^-government agencies, and aiiditing financial records of 
private firms subject to government regulations have been men. 

Although women are equally capable of performing/in accounting • 
positions with the same level /of proficiency as men, personnel 
managei-'s have tended to 'lean toward men in these higher paying 
positions and have exaggerated the importance of the need for the 
masculine profile. In many cases £he traits and abilities of the 
^^females have been ignored and/or denied. 
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Considerable evidence belies the notion that "a woman's place 
IS. in the horned Today the number of women in • the work force 
IS rapidly increasing and they are aspiring for higher paying 
accounting positions. ^ ^ 

This modulo is designed- to provide the students with more factual 
inl:ormation about the employment qualifications and opportunities 
m the field of accounting. • . ' 

The activities focus on: /' 

(a) Personal interests and abilities needed in accounting 
occupations . 

(b) Job interview experiences of men and women. 

(c) Men and women in employee/employer interactions. 

1. OVERVIEW OF INSTRUCTIONAL ACTIVITIES 
(a) Pre-test 

The pre-test should be administered before working on 
the module. There are no right or wrong answers. A 
class discussion can be conducted using the responses 
-.to the pre-test. 

Authority, Responsibility, and the Changing Roles of Women 

The directions for this activity are included on the 
activity sheets. 

(c) Case Study / 

Each student should read the study "Not Getting the Job" 
and answer the questions 1-4 on the activity sheet. The- 
class can share their responses to ' these questions. 

(d) Dealing With People 

. students should read each situation and respond by- 

selecting either answer a or b. The students can discuss* 
their selections in smalT groups. 

Slide-Tape Presentation 

(f) Qualifications for Employment 

(y) Post-test ' * • . / 

The post-test is a personal inventory and 'the students, 
may or may not change their opinions after completing 
the module. 



ACTIVITY (a) 
Pre-Test 



WOULD I LIKE TO BE AN ACCOUNTING CLERK? 




Think for a few minutes about your experiences, as an accounting 
clerk who handles activities for a boating business; then, answer 
the questions below. If most of your answers are "yes," chances 
are you would like to be an accounting clerk. 



2 
3 



Do you have legible handw;riting (one that 
can be easily read) ? ^ ' 

Are you an honest and dependable person? 

Would you' like counting and wrapping large 
sums of money? 



4. Did you enjoy making out the deposit slip? 



(Circle One) 
YES 



YE^/ 

YE/S 
YES 



NO 
NO' 

NO 
NO 
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Would yju like to deposit money for a company 
on a rcrular -asis? 



(Circle One) 
YES NO 



Did yoL enjoy writing the checks and 

conpIev..ing the check stubs? YES NO 

Did you enjoy reading the graph? YES 



NO 



8, Would you like to write letters and memos 

as a part of your job? YES NO 

9. Are you accurate when working with numbers-? YES NO 
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ACTIVITY (b) 

AL—ority, Responsibility, and the Changing Roles of Women 



1. OBJECTIVE 



^^nnin^"^?? case problem "Happy Home Insurance Company", 

tfauSorTt'i .^h'""""'^^k.>"^° "P^^^^l problems pertai^iAg 

to authority and responsibility that are encountered by 



women 



and by men in their dealings with women in the job situatiox 

2. SURVIVAL SKILLS EMPHASIZED 
\^a) Dependability. 

(b) Organizing the work activities of of:hers. 
\(c) Giving an honest day's work. 
(c3v^ Specialized training, 
(e) \ Adjusting to work situations. 

/ 

3 . ■ IMPORTANCE 

■ t""^ responsibility are key issues in the controversy ■ 

over the changing role of women in work situations. Therefore 
this topic is given special consideration in this module. Within 
. tne formal. organization, women have'tended to. remain in the- posi- 

' T^n^h^'n." '■^^"^"'^l authority. In many cases, women have been given 
much more responsibility than authority. Where they have been 
given authority, they, encounter problems with-response ^o that - 

. authority and with the use of -that authority. It ?s imbortaSt' - 
And I^is inn o'f'f'^^ these problems and how to overcome tSem. 
And It IS important for men' to learn how to cope with problems 
involving ^vomen in authority. ,^ proDiems 

4. MATERIALS AND EQUIPMENT ' • 

Make two copies of Student Worksheet - Happy Hom e Insurance 
company,-, cor the two students who will take part. 

5. ACTIVITY - HAPPY H0I4E 133 URANCE COMPANY 

(a) Have two members of the class come to the front of the' 
room and act out the roles of the applicant and inter-' 
•viewer as they read their parts out loud from Student 
worksheet- Happy Home Insurance Company. 



Have the class comment on how they think the applicant, 
Beth Johnson, must have felt during the interview. Would 
they have handled the interview or particular questions 
any dif fervently? 

What common negajtive attitudes about the authority and 
responsibility of women are brought out in the interview? 
(For example, that women put family requirements ahead of 
job responsit?ilities, that men will not accept a woman *s 
authority, th^t women take on job responsibilities only 
until they marry or start a family, etc.) 



If the applicant was a man divorced with two children and 
the same education and experience, how might the ijiterview 
have been different? 

/ . ■ ■ ' ■ ' ■ 

Was the Personnel Department fair to Beth Johnson in their 
treatment of her? AVhy or why not? - - 

- The point might be brought out that women ar£ more \ 
likely to put family requirements ahead of "^ob \ 
responsibilities than men or are more likely to quit \ 
v^hen they get married or start a family, etc. 

- V7omen also have positive tendencies too, like holding 
up under siress, lower tendencies for heart attacks, 
etc. 

- With the changing attitudes toward wives working, 
children in /day care , high divorce rates creating : ' 
situations of women as the bread-winner, etc., women 
are taking :job responsibilities more and more seriously. 

The number 'of women who must work to support .their 
families is increasing.- About one of every eight 
families is now headed by a woman. Therefore-, more 
and more womfen need higher-paying jobs to provide for . 
their children. ■ . 

- Women do not have a natural^ inability* to handle authority 
as some people believe. - Some Women will handle authority 
well, some ,yill not, ; the same as men. 

- Some men v/ill resist the authority of women at .firs't. 
However, when it; is .no longer ney .and unusual, men 
are likely to become more accepting. ■ : . •« 
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(f.l Right now women are fighting for a chance to demonstrate 

that they can handle authority and that they are responsible 
Workers, People are watching and judging. WhaT effect 
might this have on individual women? 

(g) ; How could the intei-viewer have handled the situation so 

that he could have informed Beth of the concerns of the 
Company without being offensive? 

For example, stressing the importance of not missing 
work and reference to negative behavior of other 
employees rather than directly accusing BetnT^etc. 

(h) List on the board suggestions from the c ass on what reasons 
People might have for not wanting to ,ve women positions 

of authority. 



(i) 



See if the class can figure out possible basis for these 
reasons. 



(j) What changes are taking place that might decrease the 
importance of some of these reasons? 

FOLLOW-UP 

Allow five minutes at the end of class to sunmiarize and evaluate 
what has been discussed. Include a discussion of : ^ 

(a) What women can do to get more authority on the job and 
handle it. 

(b) Men's attitudes toward women in authority. 
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HAPPY HOME INSURANCE COMPANY. 



Interviewer : 
Beth: 

Interviewer : 
Beth: 

Interviewer : 
Beth: 

Interviewer : 



Be-h: 

Interviewer : 

y 

Beirh : 

Inrerviewer : 
B^h: 

IXTrerrriewer : 



Good morning. K~ 

Yes , my name is L 
for a job. The r 



70U? 

ohr on , and I * m looking 
ionist told me to see you. 



Bet±i: 



I see you have your .ipplication filled out. Which 
job was it that you're interested in? 

Well, I was looking for something in accounting, 
and I thought the Bookkeeper's job that- is open 
might be a good start. 

I see. Let's look- at your background.- You 
have children? I don't Like to pry, but:I'm 
afraid I'll have to ask you aifSut your day- 
care arrangements — I see you're divorced. 

Yes, I am — but I've made adequate plans to 
see that my ch±ldren are cared for. 

Will someone t3ke care of your children when 
they are sick? We expect our employees to 
be at work every day unless there -is a serious 
emergency . ^ 

I plan to be at work every day. 

You're not planning to .have any more children, 
are you? 

Why~uh--no. You see, I'm divorced. 

Yes, I know, but a woman your age could easilv 
remarry . . ■ ■ . ^ 

i don't have any plans to remarry. 

Good, I'll just make a note of that. Now', 
where were we? Oh/. yes. You. have a year of 
experience as a cashier, arid you are working 
on an Associate Degree in Accounting. What' 
do you plan to do with it when you finish? ' 

I' hoped to get a job as a supervisor of accounting. 
I thought I might be eligible for some kind of 
supervisory training program. 
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Interviewer: With only a year of cashiering experience, I'm 

afraid our Personnel Director would hesitate to 
invest training time :n you. You'd have to give 
a better indication of your abilities in accounting 
before we coua.d consider it. 

What about t±La opening for a Bookkeeper? 

Interviewer: Perhaps. Birr then, there's the problem of 

making a wonnm supervisor over a man. Generally, 
we try not tD do that because it makes the men 
nervous and reduces their productivity. I think 
you'd be better off staying in sales. 

Adapted from Kast, Fremont E., and James E. Hosenweig, "Changing 
•Values and Roles: Women in Management", Experiential Exexci ses 
and Cases in Management, McGraw-Hill, 1976, ap. 327-336. 
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"ACTIVITY (c) 



Not Getting the Job 



Pam Nelson, 29, has several years of work experience in an 
accounting office. After high school, Pam attended a community 
college and received an associate degree in accounting technology 
After working the same job for three years, Pam realizes that the 
opportunities for advancement in the next few years are limited. 
Therefore, Pam began to seek management positions with other 
companies . . ' 

On one interview in particular, Pam possessed all' the necessary 
qualifications, including a degree and experience, and felt that 
she had made a good ■ impression . The personnel director who had 
interviewed her invited her to lunch and introduced her to eight 
employees she would supervise. However, two days latter, Pam 
received a call that the position had been filled. Pam felt that 
she was overlooked because she was female. ' 



Student Discussion Questions: 

(a) Where can Pam go if, in fact, discrimination is ,,a factor? 

--(b) What other factors may have contributed to Pam's;^fiot 
getting the job? . 

(c) Name some things Pam could do before her next interview. 

(d) How will this affect Pam-'s current job? 
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DEALKIG WITH PEOPLE 



iM n h h T V*^ ^ !" ^^J^^^" '"^^^ """"^ "'^'^ "'^"^9^'' e"'P'oy«" at t'>e Southern Pacific Boat- 

ii f T''". P^'P^' "'^'^ Senefally cooperative and pleasant if 

eratlJe ^ In talking with them, If she is not diplooiatic. the other employees are often rude and uncoop- 

chfATSI'Sf, ^^'^ ''9^^ '0 '^''^ "'th doring a day. As shown by tue 

ateme 5 t the left. Ann could handle each situation in two ways-either politely or rudely. The colunn at 

l!/]r K u'??E^ ^"'^ "^'^^ at the' right would Ann receive, to her state- 

ment at the left? Hark either a or b in the blanks, > 



[""»IOH 1; Boy, Did 1 Get * Wroni Nuobet!, 



— 1. "faye, you did It agjln! I isked lor the phone nunber of fljln Sklh )n 
Los Angeles and soine jerk at a pUce called Fred's Texaco right here In 
Honolulu answered the phone;" 

\ 2. 'jF»yt, vould you please check ind ace If you gave at the correct phona 
^X/rtrifflbcr for Olln Skill? H«„ l dialed l got a locatlw In Denv,r." 



a, "I bellevi tht nuaber you have li correct If 
you dial the area codi along with It." 



b. "Don't you know enough to dial area 
codes along kith the phone nuaber." 



SimilON 2!', IhB Caie of the Slow Secretary 



3. Oierl, I'b sick and tired of bu«ln? you to come In ny office nnd not 

havlng.you at your desk. You'll have to cut out your ]0-Blnut(i coffee 
breaks hy the awlcmlng pool and stay In the lounge tor breakn." 

— "flierl, I often need to. get ahold of you rlglit away for dictation when you 
ire on your break out by the swtalng pool, Would you please try 
to hold your breaka to 15 mkutei and let ne know when you are going 



out. 



i — 



a."You're always on tty back about aoBcthlni-lf ' 
n t not coffee breaka It', covering «y 

^ (ypwller at night. W,y don't you try leavln. 
« ilone long enough for ae to get .y work done.* 

^•"I Sumlhave been getting a bit ,Uck about 

M..„u|erule.sol'Uv.tchit(jo.n,w 
n. I 11 plan to take ly break. at 9:30 and 



SIWAIIOH 1;. UXm of Hlnlng Report 

__J. "Hl>5 ^UrEhall, I mt to kiiov why you liavon't given Be laat nonih'i roon 
laleo figures yet. I gsked you for thosa flsurcs at \mt three d^ya ago." 

6.' "Hl«:;)larahall, ire the sales figures for last nonth ready for ne yet?" 



fl« "I'n very sorry, Hs» Jackson, but they aren't. 
However, I wi)1 start on thefli right away." 



"ItviMwodayi ego^ not thrta. Vll m K6 
ihen when.I can." ■ o ' * 



SITUATION 4: How Not to kpresi the Rosa 



J. 'Hr, Reevca, perhaps we should reconsider our policy o( giving free contt 
.Rental breakfists to hotel imu, Since we etar/ed. the free brcAkfait 
, progran ]u^.t ronth, our restaurant proflu dropp^'d nearly 5 pfrceiU*" 
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ii ' Reeves, you'way be faanaj^er of this hotel, but your stupid idea o(^ 
^ Jiving hotel juesta free .continental brcakfaat? haa reduced our reataurwt 
profits by S. percent and our rooa balea have nbt Increased. You better 
itop;that .'fooUsh pfpgraou^ : L 



"Listen you, Just renenber Ihrt miiuger 
of the hotel i/)d as long ^s I aitT uajia^nr [ 
nIII the one MhO'decldes whetrer to stop 
Siving free continental breikfists to gueUs!' 

*\ appreciate your cofinents, Ann. Let's 
continue the -free breakfast proorari just 
a little -longer .to .see Khethor It will 
help Increase our rooni sales. If U 
doesn't, we'll con!;ider dropping it*" 
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ACTIVITY (f) 
QUALIFICATIONS FOR EMPLOYMENT 

1, PURPJDSE 

(a) To expose students to the many different jobs available " 
in Accounting Occupations. 

(b) To show students that the qualifications for employment 
are not determined by sex. 

3-^~^PR0CEDURES 

(a) The teacher should decide which occupation to focus on 

and discuss the many jobs available within the accounting 
and related occupations. For example, an industrial 
arts course may want to learn about jobs available in 
construction; home economics, may use food service 
employment or child care jobs. For example, the teacher 
would ask the. class to come, up v/ith as many jobs in a 
construction ', company as they can . The teacher might 
make a list on. the board like this: 



i-j-A.ciiU{J X ^ OZ 


Job Opportunities 


in ..Acdounting Occupations; ■ 




ACCOUNTING OCCUPATIONS - ' " 


^U.S.O.E . 


^D.O.T. 


POSITIONS 


14.0101 


160.167-010 


Accountant 


14 .0199 


210 . 382-010 


Audit Clerk 


14.0102 


210 .382-026- 


. Accts. Rec. Ass't 


14.0102 


210.382-026 


AcGts. Pay. Ass't 


14.0.103 


211.362'-0iq 


Cashier 


,14.0105 


,211.362-018 


' Bank Teller 


14.0199 


214 . 482-OiO 


Billing Ass/t 


14.0199 ■ 


215.36 7-0 22 


■ Timekeeper 


14.0199 


215.482-010 


Payroll Ass't 


14 . 0199 


216.382-108 

r 


Balance Ass ' t-. 


.14.0199- 


216.382-062" 


Statistical Ass't .\ 


.14.0102 


216.482-010 


Accounting Ass't (Bookkeeper) 


14.0104 


216.482-022. 


Calculating-Machine Operator 
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(b) 



1°^ opportunities specific to the course 
should be developed. in discussion or through 
research, students may learn what each of the iobs 
entail. 

When the list is fairly complete, distribute the 
student activity sheet and have the students decide 
independently which job or jobs this person is quali- 
fied for. Discuss after they have decided. 

- How did you decide upon a position? 

- What qualities do you see necessary for 
each occupation? 

- What characteristics are not at all 
necessary for each occupation? 

- Do you think this person is a, male or 
female? Why? 

- If you learned that the person currently 
filling the position was a male, how would 
this influence/your choice of position? 

- In looking at the qualifications of the 
applicant, is this person over qualified 
for the job? Underquali f ied? 

- Suppose you learn the sex of the applicant. 
Would you change your job offer? . why? 

- What jobs are you interested in? 

- How are you qualified for these jobs? 
VARIATION OR FOLLOW-UP ' • 

nave students research any job in which they have an 
interest. From the research, have them list the require- 
ments they feel are necessary for the job. Do they see 
• this job as being exclusively for a male or a female? what 
requirements would limit the job to one sex? Has their 
perception of the job changed any after researching 'it^ 
Have students share their results with the class. 

Smith has just graduated from high school and is applying for 
a job. In the interview and from the references, the personnel 
director finds that the candidate has. the following qualities: 

(a) A knowledge of the company through summer jobs. 

(b) A good grade average in high school. 

o- ■ 



M 
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(c) A good attendance record in high school. 

(d) Business and math skills. 

(e) A pleasant personality. 

(f) A desire to move up in the company. 

(g) Recommendations that indicate the candidate is 
dependable and has an ability to get along with 
other people. 

(h) A knowledge of safety precautions; an awareness 
of the importance of following instructions. 

(i) A driver's license. ^ 

(j) Good health and neat appearance. 
What jobs would you offer M. Smith? 



A RIDDLE 

While driving to the store, a young boy and father were involved 
in a serious car accident. ^ The fathek was killed and the boy 
was injured and taken to,.a hospital, kt the- hospital , the boy 
was examined and an emergency operatidSn was needed. The resident 
surgeon had scrubbed up, put on a gauze mask, and /was waiting 
in the operating room when the boy "was wheeled into surgery.- 
The surgeon took one look at the boy and cried, "r can't operate. 
This is my son . " 

Who was the surgeon? 

— source unknown 

■ " ■ \ 
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ACTIVITY (g) 
Post-Test 



WOULD • I LIKE TO BE AN ACCOUNTANT? 




The traits listed below are helpful in the accountinq 
profession.' Place a checkmark beside those traits vou 
possess. . 



;(a) 
_(b) 

Jc) 

.(d) 

.(e) 

(f) 



I enjoy math. 

When I am faced 'with a problem, I stick with it 
until II solve it. 

I don 'It get frustrated when I have to explain 
things' to people over and over again. 

I can sit and concentrate on something even if 
there is activity going on around me . 

I can look at an article or story and then summarize 
It accurately in a few sentences. 

I am loyal to people or ideas I believe in. 



2,9 
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_(g) I can express my ideas clearly in writing, 
_(h) I like to work with people. 



(i) It doesn^t bother me to work under the pressure 
of deadlines. 

(j) I can keep important information secret. 



Would you like to be an accountant? 
Why? 



/' 
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